SAM - PURCHASES

PAPER STOCK CHECKS

ORDERING PROCEDURES (REVISED 3/96) 3696.1

Paper stock checks will be used for all accounts maintained in the centralized State Treasury System. Bank transit routing
symbols, account identification and check serial numbers will be printed in magnetic ink. A standard design and color for
checks and check copies have been established for use by all State agencies. Unless specifically authorized by
Department of Finance, Fiscal Systems and Consulting Unit, no State agencies will deviate from these standards:

Checks will be ordered as follows:

1.

Contract/Delegation Order, STD. 65, will be used to order checks from the contractor in accordance with the
terms, conditions, and ordering dates specified in the annual contract. The minimum number of checks to be
ordered will be 1,000 checks. Agencies will maintain sufficient checks on hand to last at least nine months,
but not to exceed two years. The only exception allowed is that the minimum order of 1,000 checks may
exceed a two-year supply. All orders received by the vendor will be consolidated and filled at one time four
times a year. Agencies should allow approximately 120 days for delivery after the consolidation dates
mentioned in the contract.

If an agency requires checks which are not available through the annual contract, submit a purchase estimate
enclosing two voided check samples to the Department of General Services, Office of Procurement. Such
checks will have the agency name and account numbers printed on each check. Agencies should allow 120
days for delivery if checks are ordered by estimate.

In case of an emergency only, agencies may order checks on Sub-Purchase Order, STD. 40 or 40A, from the
State Treasurer's Office, P. 0. Box 942809, Sacramento, California 94209-0001. The order will be
accompanied by a detailed written explanation of the reason for the emergency and the steps being taken to
ensure the emergency will not recur. Orders will not be filled without the explanation. The minimum
number of checks which can be ordered is 1,000 or a multiple thereof. Orders will be limited to a sufficient
volume to cover the agency's needs until its regular checks can be ordered and delivered. Normally, the
Treasurer's Office can deliver the emergency checks in seven to ten days after receipt of the order. The
checks will be issued in random, consecutively numbered blocks without regard to the check numbers used
previously by the ordering agency. The agency account number on which the checks will be written must
be indicated on the sub-purchase order so that it can be encoded on the checks.

All agencies should order and keep sufficient supplies of regular checks on hand so that emergency orders will not be
necessary. Emergency orders will cost considerably more than regular orders due to storage and extra processing prior to
use by the agency.

See SAM Section 8041 for check writing procedures.
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